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06/24/03 Revised to V2

» Reporting structures identify the chain of command or authority
structure that exists at an agency.

» An agency’s Reporting Structure may be different from their
Organizational Structure.

» Changes made to the agency’s Reporting Structure will not affect the
agency’s Organizational Structure.
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Reporting Structure
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Exercise Scenario #12

& View one of your organizational unit’s reporting structure.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Demonstration
@ Display a Reporting Structure

Transaction code PPO4

AASIS Support Center, Diane Jolley, 5-5
06/24/03 Revised to V2

IMPORTANT: All extra-help positions MUST be crossgraded in AASIS
before the Personnel Administration action can be processed in the
system. The crossgrade transactions attaches a legitimate job code to
the position. If the extra-help position is not crossgraded before the PA
action is processed, the employee will not be paid appropriately.
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SAP Easy Access AASI

1. Enter transaction code
PPO4 in the command field
and press enter.

Q| & &6 2| va

< {3 Favorites
5_AHR_G1016380 - Logged Ch
PCO0_M39_CWTR - Per payroll

=7 {3 BAP standard menu

b [ office

> 1 Logistics

3 Accounting

b [ Human Resources

B [ Infarmation Systems

> (11 Special Transactions & Repotts

b [ Tools

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

anges in Infoty
period -= Lists

(State of Arkar
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Reporting Structure / Dispiay

4. Click Display. 2. Enter the organizational
pi706183 o unit number or select from
the drop-down list.

O5/30/2003 12431799949

3. Enter the from and to dates

for the reporting structure you
want to display.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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For this exercise, we will not make any changes to the reporting
structure. To make changes to a Reporting Structure, please refer to the
next demonstration, Change a Reporting Structure.
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Exercise Scenario #13

& You have received a request to change the reporting
structure for one of your agency’s org. units.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

5-13

5-13



' An AASIS Training Guide HRORG - Organizational Management

Demonstration
@ Change a Reporting Structure

Transaction code PPO3

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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1. Enter transaction code
PPO3 in the command field
and press enter.

SAP Easy Access AASI
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3 Accounting
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B [ Infarmation Systems
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b [ Tools

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Z| i H eee DHB ODOLND ER QM
Reporting Structure / Change

4. Click Change. 2. Enter the organizational
21706183 T3 unit number or select from
the drop-down list.

O5/30/2003 12431799949

3. Enter the from and to dates
for the reporting structure you

want to display.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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List Edit Goto
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Reporting Structure / Change
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Note: A position can also be changed in sequence as long as the
sequence change is below its’ subordinate position.

» Each position to be changed in sequence has to be changed

individually.
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Reporting Structure / Change
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06/24/03 Revised to V2
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Reporting Structure / Change
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Questions and Answers

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

5-24

5-24



